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PRI NG PAL CLERK PERSONNEL, 1171
CH EF CLERK PERSONNEL, 1260

Sumary of Duties : Supervises a group of clerical enployees or

i ndependent |y perforns responsible and difficult clerical work in a
departnental personnel office or in the Personnel Departnent; or
supervi ses the work of the enpl oyee benefits office or the centra
personnel records office of the Departrment of Water and Power and
devel ops and control s personnel procedures; or acts as the Assistant
to the Chief Central Servicesof the Personnel Departnent; and does
rel ated work.

D stinguishing Features : A Principal derk Personnel is responsible
for inportant nontechnical personnel functions in a departnental
personnel organization or in the Personnel Departnent. He nay
supervi se a group of clerical enployees or he may work i ndependently.
An enpl oyee of this class is distinguished froma Senior derk in that
he has greater responsibility jfor work which involves a better
under st andi ng of personnel procedures and the application of personnel
rules and rgul ations. An dmnistrative or technical enployee usually
supervi ses the work of a Principal derk Personnel, but supervision
does not involve a detailed review of work.

A Chief derk Personnel is responsible for the work of the centra
personnel records office of the Departnment of Water and Power; or acts
as the Assistant to the Chief Central Services of the personnel
Departmment. An enpl oyee of this class is responsible for the

devel opnent and control of departnental personnel procedures and is
responsi bl e of the conpilation of the D vision of Personnel and
efficiency budget, or is responsible for the supervision and
admnistration of the units involved in the duplicating,

adm ni stration, processing and revi ew of exam nati ons.

Exanples of Duties : Principal Aerk Personnel : Supervises a group of
clerical enployees in maintaining civil service eligible lists;
scheduling and recording the results of nedical exam nations;

processi ng personnel documents such as energency appoi ntnents, |eaves

of absence, and transfers; verifying reports of appointnent and

changes of status; and preparing |layoff |ists;

Supervi ses the clerical enployees of a departnmental personnel unit in
mai nt ai ni ng departnental personnel records, including personnel
transacti on records, enployees' records, and service ratings;
preparing and processi ng personnel docunents in connection with | eaves
of absence, transfers, requests for certification, appointnents,
suspensions, layoffs, resignations, retirenents, andsal ary changes;

mai nt ai ni ng position descriptions, evaluation records, and ot her
perssonnel records in connection with a point eval uation system

adm ni stering enpl oyee benefits and services prograns,

Makes i1 nvestigations and prepares reports concerning position duties,



disciplinary problens, and requests for additional personnel;

mai ntai ns postion control records; nmakes recommendati ons for changes
i n departnental personnel procedures; conducts prelimnary enpl oynent
interviews of job applicants; arranges for appointnments, transfers,
and reassignnments of eligibles and enpl oyees; interviews enpl oyees
concerni ng pl acenent, pronotional exam nations, assignnment rights,
seniority, and classification; answers questions pertaining to the
application of departnment and Gvil Service Rules and procedures;
prepares docunents and mai ntai ns records concerni ng persions, |eaves
of absence, suspensions, termnations, and other personne
transactions; verifies and prepares departnental payroll records and
reports; prepares personnel turnover reports and maintains a record of
filled and vacant positions; confers with Personnel Departnent, Gty
Admnistrative Ofice, Gty Attorney, Controller, and Departnent

enpl oyees on personnel matters; and may act in the absence of a Chief
d erk.

Chief Aderk Personnel : Supervises a group of clerical enployees
engaged in preparing, processing, distributing docunents and

mai ntai ning records of personnel activities such as appoi ntnents,
transfers, bids for positions, suspensions, |ayoffs, |eaves of
absence, reinstatenents, changes of status, restorations, and
termnations; or in duplicating and assenbling civil service

exam nation bookl ets; preparing test materials for tabul ating;

adm ni stering continuous civil service examnations; scoring answer
sheets of civil service exam nations having few candi dates; operating
and programm ng Qpscan and taped drive systens; serving as
receptionist for oral interviews or in the protest room performng
duplicating services for other divisions of the central personnel
agency;

A ves infornation about sal aries, working conditions, charter

provi sions, ordinances, various personnel rules, and other personne
matters to supervisors, enployees, and applicants for positions;
processes certifications, insuring conformance to rules, ordinances,
and the Charter; and provides liaison with other departnent and

di vi sions invol ved in personnel functions.

May establish or recomrend procedures to guide divisions or
departnents in personnel nmatters; nay nmake arrangentns for civil
servi ce exam nations in Onens Vall ey and | ndependence; may conpile the
annual budget of the Enpl oyee Services D vision of the Departnent of
Water and Power; recruit emergency enpl oyees; or acts for the

Chief Central Services in his absence.



